
Hancock

Adding Measures Training

Presented by: 

Teresa Lewis



Agenda

• Welcome

– General

– Audit Information

– Adding measures



WAP Online Workflow

Client Intake 

Customers apply for Wx.  
Required information and 

documents are completed to 
determine eligibility and priority.

Energy Audit  

An energy audit is scheduled 
and performed.  Audit Info and 
Priority Audit/Wx screens are 

completed, including 
recommended measures.

Work Order           

Work order(s) are created and 
submitted to crews/subcontractors. 

Install          

Measures are installed. 
Crews/subcontractors submit job 

inovices and installation records are 
created.  

Inspection        

Agencies inspect and pass jobs, or fail 
measures and send callbacks to the 

crew/subcontractor for correction, then 
re-inspect.   

Invoicing

Agencies request 
reimbursement (invoicing direct 
job costs and indirect charges). 

Payments

Program Administrators process 
payments. 

Quality Assurance

Jobs are selected for Monitoring, and 
monitors inspect and pass jobs.  If job 

or measures fail, Agencies issue 
callback work orders and follow them 

through the workflow process.

Reporting          

Agencies and Program 
Administrators report on 

performance.

Change Audit 

Changes to the original energy audit 

are entered and tracked. 



General Enhancements

Vendor Licenses 

• New system check - vendors with expired licenses go to State Approval



Client Intake

Client Information

•Primary Heating-very important to be able to complete the energy consumption.

Energy Consumption

•Formerly Fuel Usage

•New fields to break down usage by Heating, Cooling, DHW and Baseload

•Directly related to Heating and Cooling, DHW and Lighting-Our area-H-41%, C-7%,

•DHW-17% and Baseload-35%,



Energy Consumption Information   
Note: To be able to replace or repair a unit , you will need to put heating and cooling usage, even if the heating is mainly gas.  I have an excel 
spreadsheet where all you have to do is input the KWH for month and it will do all the calculations for you. Then you just input in Hancock. 

KWH X12 17% 7% 35%

1619 19428 3302.76 1359.96 6799.8



Energy Consumption Information
This screen is Natural Gas. Note there is a question mark at the right side of the screen, under the logout button that is a help screen. 



Audit Enhancements

Audit Information
• New Weather Location Fields

• House Dimensions – Sq. Ft and Cu. Ft

Export Job

• Client and Job information can be exported to a printable Excel 

spreadsheet



Audit Information               
Click on audit information on left of screen



Audit Information



Sample sheet for your surveyor’s to complete.  We don’t have basements down here, so I didn’t put it on my sheet.  

PRIORITY AUDIT
NAME OF CLIENT: _________________________________________________________

DATE:_________________________________________ AUDITOR: __________________________

HOUSE TYPE:

WOOD FRAME HOME W/CRAWL SPACE & OPEN JOIST ATTIC --------------------------------------------

WOOD FRAME HOME W/SLAB FOUNDATION & OPEN JOIST ATTIC--------------------------------------

WOOD FRAME HOME W/POST FOUNDATION & OPEN JOIST ATTIC--------------------------------------

BLOCK, CONCRETE OR LOG HOME W/SLAB FOUNDATION & OPEN JOIST ATTIC---------------------

MOBILE HOME W/POST FOUNDATION-------------------------------------------------------------------------

DHW HEATING: # OF SMOKERS & PETS--------------

NATURAL GAS--- # OF WOOD STOVES-----------------

PROPANE-------- # OF FIREPLACES----------------------

ELECTRIC--------- # OF UNVENTED HEATERS---------

OTHER------------ # OF BEDROOMS----------------------

BASEMENT TYPE: KNOB & TUBE------------------------

CRAWLSPACE---- ASBESTOS------------------------------

SLAB-------------- LEAD PAINT---------------------------

MOISTURE PROBLEMS--------------

BUILT BEFORE 1979------------------

AIRLEAKAGE: HOUSE DIMENSIONS

LOCATION: 1ST FLOOR 2ND FLOOR

ATTIC-------------- LENGTH

WALL-------------- WIDTH

UNIFORM-------- HEIGHT

SHEILDING:

PROTECTED------

NORMAL----------

EXPOSED----------

LEAKAGE:

SMALL CRACKS--

NORMAL----------

LARGE HOLES---



Choose Priority Audit on Left of screen. On top of page  chose Priority group and chose one from drop down (site built, mobile home and 
other measures). Then chose Priority drop down and chose priority item that fits your measure. This one I chose Air Sealing/Heat Waste. 

When this screen opens you will need to insert Target CFM50 ( I use 2500). If you forget to put this you will receive an error message stating 
(Target CFM50 must be greater than zero). Then you can click on select measure tab, then the round green circle with + in it. Now you can 

add measures.



Heating and Cooling Dashboard   
Don’t forget to use your help question symbol.  For Priority, chose heating and cooling and then click on 

heating/cooling dashboard.  To add a measure hit the add button at the bottom.



If  none of the little round dots is filled in, that usually means you need to go back to your energy consumption tab and set the 
percentages. Then you can go back and add system. You will need to choose existing system because there isn’t any measures
setup for NEW. You will need to add HVAC system information to be able to input measures for the zonal distribution system.  



Existing Heating and Cooling System   
Don’t choose Heat Pump, it will not give you measures to choose from. 



SEER/HSPF



Cooling System    
Note: The usage ratio between the Heating and Cooling system has to equal 100%.  

My cooling is 85% and if you look at the next slide you will see my heating is 15% usage ratio. 



Heating System



AFUE



Audit Enhancements

Zonal Distribution

• Combination distribution system support

– Heating and Cooling systems can share a single distribution system

• BPI Distribution System Characteristics support including:

– Quantity, Percent within Envelope, Duct Leakage, Duct Insulation 

(outside envelope)

– Pre-Efficiency is automatically calculated based on BPI Duct 

Efficiency Tables

• ASHRAE 152-04 Support

– Record CFM Supply and Return test results (Pressure Pan testing) 



Please click on add button on the bottom of screen to add Zonal Distribution. Once you do that 
the second screen will appear, click on zonal distribution system.



Zonal Distribution                                    
You will have to complete all information with red asterisks and then click on + button to add 

measures. 



This is the screen for adding duct sealing or duct work. 



Once you hit save on this page, you may receive this message, if so just click on box next to Heating 1 at bottom of screen and 
then hit save again. 



Domestic Hot Water Screen



Domestic Hot Water Heater



When you first open your Hancock, this page will come up first, here are the names and phone numbers of persons who can help you with questions
and if they can’t, they will let  you know and then you can call  Alfreda for help. 



Hancock Invoice Training

Presented by: 

Tracy Brown



The total cost is a way to check to see if you are 
balanced for that client. 



• From the funding source for each item, choose the contract that you want 

charged for that item from the drop down box.

• Then click “save.”







• Under work 
order, put the 
work order 
date and then 
choose from 
the list of 
vendors that 
are applicable  
at the bottom 
of the screen. 





• Enter the install date. 





• Enter the 
scheduled 
inspector from 
the drop down 
box. 

• Then enter in 
the final 
inspection 
date.



At the top of “measure” screen you will see pass or fail.  Choose pass and then click set and the click save at 
bottom of page. 



• Now you are ready to start the invoicing process. 



Click on the plus sign to add a new invoice.



Under “end date” put the month in that you are claiming. 
Do not choose funding source, this way it will include all funding sources used.  



• Click on search to see a list of clients for the month you are invoicing 
for. 

• Either select all or check each name individually for those that you 
want added for the month claiming. 

• Then save

• Once the names  are saved it will automatically go back to the 
invoicing page. 



• Once you are finished choosing your clients you will then 
add your indirect costs. 



• Choose each 
indirect 
budget type 
that applies 
from the drop 
down box.

• Enter the 
funding 
source  for  
the 
contract 
you want 
to charge 
these costs 
to. 

• The Program has been 
2013 

• Enter in the amount for 
the budget type that you 
have chosen. Ex.admin



• Click on detailed invoice to 
get your invoice report.

• This MUST be signed by the 
Program Manager AND
Fiscal Officer. 

• It has to be uploaded with 
all other documentation 
required. 

• See next slide for example 
of invoice.





• Click on the “view 
invoice” to get your 
budget reports. 

• These must also be 
signed and uploaded 
with other required 
documentation.

• You will have a budget 
report for each contract 
that you are claiming 
expenses for. 

• See example for  budget 
reports on next slide. 





• Click on “attach file” to 
upload all required 
documentation. 

• After you attach your 
files click on 
complete and return 
to invoice list.   Note:  
In the Comments put 
the month and year 
of invoice. 



Your screen will show the following options for attachments:

*Browse
*Select
*Upload
*Save 
*Close ( once all needed files have been uploaded) 



• Once you have uploaded all required documents you are now ready to submit your 
invoice.  

• Enter in the last day of the month you are claiming under “ invoice date” 
• Click “submit”

Please see next screen for a list of all required monthly documents



REQUIRED DOCUMENTATION
• GEFA reporting spreadsheet ( new version)

* Include copies of all documentation you are invoicing for. 
* Examples:  Invoices for Administrative Charges, Subcontractor Expenses, Crew 

Labor & Warehouse Inventory (Labor & Material Purchases), T/TA & Liability 
Insurance, Program Support.

• Combustion Safety Test Sheets
• Quality Control Checklist
• Signed Copy of Invoice Report 
• Request for payment forms (Signed Copy Budget Forms)
• Ledger Report from your accounting system
• NEAT/MHEA Audit Forms

Email GEFA spreadsheet to:
wapinvoices@gefa.ga.gov


